Post Description – Headteacher’s PA and School Administrator

	Post Title:
	
	Post Holder
	

	Learning Community:
	HT; SLT; Learner Services Team & Administration Team


	Reporting to:
	School Business Manager

	Liaising with: 
	HT; SLT; Learner Services Team & Administration Team

	Line Managing:
	Not Applicable

	Post Type: 
	Permanent  - Term time plus 1 week for INSETs (39 weeks)
	Salary/Grade: 
	Band 4 – Scale 12 - 17  pro rata

	Safer Recruitment Statement

	We are committed to safeguarding and promoting the welfare of children and young people and we expect all staff and volunteers to share this commitment. This post requires Enhanced Disclosure (DBS).

	Every member of staff is required to:

	· Actively work towards and promote the vision of the school

· Support and contribute to the achievement of the School Improvement Plan
· Support and contribute to the school’s responsibility for safeguarding students

· Undertake appropriate training to enhance personal development and post-performance

· To maintain high personal professional standards of attendance, punctuality, appearance, conduct and positive relations with students, parents and staff



	Role and Responsibilities

	In contributing to the whole school:
Professional Behaviours 
Demonstrate professional behaviours appropriate to the role. This includes sustained support for and promotion of the school’s philosophy, culture, ethos and climate for learning, demonstrating both integrity and corporate responsibility within and beyond the learning organisation in relation to policies and decisions. 
Professional Standards
· To be professional, friendly and respectful towards all colleagues, and to address any concerns through proper channels

· To be professional, friendly, fair and firm with students, demonstrating standards of politeness and respectfulness that we wish them to emulate

· To be friendly, helpful and welcoming to parents and members of the wider community visiting or making contact with school
· To provide a good role model for students
· To develop a relationship with students which is professional, firm, fair, caring and friendly, and based upon mutual respect

· Using the Behaviour for Learning Policy, to deal with student behaviour in a manner which is appropriate to the context

· To deal with students in a manner which conveys mutual respect

· Not to behave towards students in a manner which is aggressive, intimidating, or demeaning in any way                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
Accountability 
In the first instance the post holder is accountable to the School Business Manager for the above role and for any additional specified responsibilities. 


	Specific Responsibilities:

	In relation to the Headteacher: 
· To provide confidential and professional support to the Headteacher

· To act at all times as a welcoming and professional ambassador for the Headteacher and the School

· To effectively liaise with the Headteacher and key stakeholders on a daily basis regarding events and actions required

· To act as first point of contact for the Headteacher when communicating with students, staff, parents, governors, organisations and external stakeholders; screening calls and visits to maintain a balance between ensuring the Headteacher is accessible and protecting her time from undue encroachment.
· Managing the Headteacher’s incoming post, letters, calls and general communications, ensuring they are dealt with professionally, prioritised for attention as appropriate and responded to in a timely manner.

· Preparation and completion of Headteacher’s correspondence including letters, mail merge and email. 

· Effective management of the Headteacher’s diary; planning engagements, regular and ad hoc internal and external meetings

· Assist with the upkeep of policies and procedures and their regular review.

· Taking and producing minutes of meetings as required.
· Assisting the Headteacher with preparation of reports and presentations if required.

· To support time-table management with data updates 
· To work flexibly as a member of the team and undertake such other duties as may reasonably be required to support the Headteacher

· Providing a high level of professional and administrative support to the Headteacher
· General secretarial activities

· To provide administrative support for the Board of Governors as required

· To undertake other duties as directed by the Headteacher, commensurate with the role

In relation to the Learner Services Team:

· Ensure confidentiality in all matters regarding student issues
· Preparation and creation of school year within SIMS
· To accurately manage and develop the use of student data within SIMS and DFE website
· Accurate and timely processing of new student admissions and leavers
· Accurate and timely processing of student exclusions: internal/external/permanent
· Timely compilation and distribution of personalised student timetables
In relation to School Administration
· Timely and accurate completion of Schools Census via SIMS
· Collation, upkeep and communication of the school’s fire drill process and business continuity file
· To carry out typing, producing quality work and an efficient service for the teaching staff and on site external agencies including outgoing correspondence.
Other Duties:

· If needed in an emergency, to undertake exam invigilation

· To carry out reprographics work to provide an efficient and effective service to meet agreed deadlines

· Support of the Administration Team as and when required 

· Cover reception duties when required

· Provide support with recruitment activities when required



	General points: 

	· The school will endeavour to make any necessary reasonable adjustments to the post and the working environment to enable access to employment opportunities for disabled applicants or continued employment for any employee who develops a disabling condition.
· This post description is current at the date shown below, but following consultation with the post holder, may be changed by the Headteacher to reflect or anticipate changes in the post which are commensurate with the salary and post title.
· This post description allocates duties and responsibilities but does not direct the amount of time to be spent on carrying them out and no part of it shall be construed.
· The conditions of appointment are in accordance with the National Joint Council’s Conditions for Administrative, Professional, Clerical and Technical Staffs, as amended by the Supplemental Conditions of the Borough of Trafford for salaried staff.



	Postholder:
	
	Date:
	

	Headteacher:
	
	Date:
	

	Last updated: 
	October 2020



